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• Principles and practices of effective lead supervision, including training staff and the 
assignment and review of work. 

• Proper preparation of a variety of legal documents, including agendas, summaries of 
action, and meeting minutes; and the format and legal requirements used in preparation of 
resolutions and ordinances. 

• English usage, spelling, grammar, and punctuation. 
• Modem office methods, practices, procedures, and computer equipment. 
• Business letter writing and report formatting. 
• Principles and practices of taking formalized and exact meeting notes, including the 

knowledge of formatting and presentation as necessary. 
• Advanced computer processing techniques and methods. 

Ability to: 

• Act m a lead capacity over staff involved in the support of County boards and 
commissions. 

• On a continuous basis, sit at desk or in meetings for long periods of time. Intermittently 
twist and reach office equipment; walk, stand, bend, squat, kneel or twist to retrieve files; 
use telephone; perform simple grasping and fine manipulation; see with correctable 
acuity suffici ent to read characters on computer screen; hear and speak with correctable 
acuity sufficient to communicate with those contacted in the course of work; write and 
use keyboard to communicate through written means; hear proceedings and actions taken 
in public meetings; li ft light weight. 

• Analyze and compile records in multiple formats. 
• Understand and carry out a variety of complex oral and written instructions in an 

independent manner. 
• Understand, apply, and accurately explain assigned Board/Commission policies, 

procedures, rules, and standards. 
• Prepare an accurate and concise record of the proceedings of public meetings. 
• Index minutes of meetings in a logical and consistent manner to facilitate future reference 

or research. 
• Obtain information through interview; work with interruption while meeting mandatory 

deadlines; and deal firmly and courteously with the public. 
• Analyze situations quickly and objectively and determine proper course of action. 
• Work evenings or weekends when Board of Supervisors or other assigned boards or 

commissions conduct meetings at times other than those regularly scheduled. 
• Use a computer and peripheral equipment, calculator, typewriter, telephone, dictation 

machine, tape recording equipment, and tape duplication equipment, facsimile machine, 
postage meter, and photocopy machine. ' 

• Perform assigned secretarial duties with speed and accuracy. 
• Communicate clearly and concisely in both oral and written forms. 
• Take accurate dictation at a speed of not less than 11 0 words per minute depending upon 

assignment. 
• Type accurately from clear copy at a speed of not less than 50 words per minute. 
• Compile and summarize information and maintain accurate records. 
• Work with various cultural and ethnic groups in a tactful and effective manner. 
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• Establish and maintain effective working relationships with those contacted in the course 
of work. 

Experience and Training 

Any combination of experience and training that would provide the required knowledge 
and abilities is qualifying. A typical way to obtain the required knowledge and abilities would 
be: 

Experience: 

Two years of increasingly responsible experience performing the duties similar to 
a Board/Commission Clerk II. 

Training: 

Equivalent to the completion of the twelfth grade. 

License or Certificate: 

• May need to possess a valid driver's license as required by the position. Proof of 
adequate vehicle insurance and medical clearance may also be 
required. 
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AITACHMENT 2 

Before the Board of Supervisors 
County of Placer, State of California 

In the matter of: An ordinance amending the un
codified Schedule of Classifications and 
Compensation Ordinance and the un-codified 
Allocation of Positions to Departments Ordinance 
related to the Board/Commission Clerk Classification 
Series and the County Executive Office - Board of 
Supervisors. 

Ordinance No.: ____ _ 

Introduced: 

The following Ordinance was duly passed by the Board of Supervisors of the County of 

Placer at a regular meeting held _____________ , by the following 

vote on roll call : 

Ayes: 

Noes: 

Absent: 

Signed and approved by me after its passage. 

Chair, Board of Supervisors 

Attest: 

Clerk of said Board 

THE BOARD OF SUPERVISORS OF THE COUNTY OF PLACER, STATE OF 
CALIFORNIA, DOES HEREBY ORDAIN AS FOLLOWS: 

The un-codified Schedule of Classifications and Compensation Ordinance and the un
codified Allocation of Positions to Departments Ordinance are hereby amended as follows: 
(Additions to ordinance shown in bold and underline, deletions shown with strike-through.) 

Page 1 of 2 
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Section 1. That the un-codified Schedule of Classifications and Compensation Ordinance is 
hereby amended to read as follows: 

ADMIN SALARY PLAN GRADE 
CODE CLASSIFICATION TITLE -APPENDIX 

11782 Board/Commission Clerk I GNRL 52 

BeaFEI GeA=~A=lissieR GleFk 12311 Board/Commission Clerk II 
GNRL ~64 

12324 Board/Commission Clerk- Senior GNRL 94 76 

~ BeaFEitGeA=~A=lissieR GleFk Sl:lf)9F\IiSiR€) GNRL 76 

Section 2. That the un-codified Allocation of Positions to Departments Ordinance is hereby 
amended to read as follows: 

COUNTY EXECUTIVE OFFICE 
(b) CEO- Board of AEIR=liRistFati¥e SesFetaFy 
Supervisors Executive Secretarv 2 

BeaFEitGeA=~A=lissieR GleFk 
(c) CEO- Clerk of the Board c . '"'"'" ;.,.;..,,.. +O 

Section 3. That this ordinance shall be effective the first day of the pay period following 
adoption. 

Section 4. That this ordinance amendment is adopted as an un-codified ordinance. 
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